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Chapter

Welcome to SIGMA

This user manual is designed to enable users to quickly become productive using
SIGMA to enhance the Command Assessment program via the \World Wide Wev

(WWW).

Introduction

IGMA is designed to support Command Assessment evaluations by the Inspector
SGeneraI (IG) for Commander, Naval Supply Systems Command (NAVSUP).

Command Assessments report on adequacy; quality; management of personnel,
facilities, and resources; and mission performance for each subordinate activity. Each
Command Assessment also includes a review of Secretary of the Navy (SECNAV), Chief
of Naval Operations (CNO), and NAVSUP items of special interest.

Background

SIGMA contains pre-assessment checklists and command responses; a summary of
conditions; major and minor findings and associated recommendations for correcting
findings; command feedback on correcting findings; recommendations to improve
business practices; and noteworthy accomplishments. Management initiatives submitted by
NAVSUP activities to the IG are also included. SIGMA fosters a collaborative approach
between the assessed activity and NAVSUP for both preparation and follow-up during the
Command Assessment process. The application sorts and displays data by functional area
or by site for use as a historical reference of Command Assessments within the NAVSUP
claimancy.
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Purpose

The purpose of this application is to provide a proactive means for commands to evaluate
themselves prior to an 1G assessment, to report on findings in a timely manner, and to
learn from the positive as well as negative conditions at other commands assessed by the
IG. SIGMA provides NAVSUP a cost-effective means to measure command
performance.

SIGMA is designed to allow users full application functionality across the globe using
existing hardware. There are two ways of accessing SIGMA. The first is via the World
Wide Web (WWW), which is the focus of this manual. The second way to access SIGMA
is to use Lotus Notes client software. There is a separate user manual describing the use of
SIGMA in the Lotus Notes environment. SIGMA provides four major services to its
users:

a First, SIGMA serves as a preparation aid for upcoming Command Assessments.
IG assessment checklists are provided in SIGMA for command response to
NAVSUP prior to the on-site assessment. Commands can also pose questions to
the IG to clarify checklist questions or other issues regarding a particular checklist.
This provides the IG Team with prerequisite information prior to its on-site
arrival.

a Second, SIGMA serves as a reporting and feedback tool for commands after their
assessment has been completed, allowing them to update the IG on their progress.
Each command’s assessment will be posted in SIGMA after its completion. The
command will then be able to create Implementation Status Reports against all
major findings as required by the 1G. Similarly, the command will be able to create
Feedback Reports against all minor findings as required by the 1G. Once posted,
the IG Team can view these reports. The IG can subsequently respond to these
reports. Implementation Status Reports, Feedback Reports and subsequent dialog
between the comand and the IG Team are visible only to the two parties. Also
included are Recommendations to Improve Business Practices which do not
require Command response.

a Third, SIGMA serves as “best practices” repository for areas in which a
command may have done exceptional work. These areas include:

a Noteworthy Accomplishments
0 Management Initiatives

This repository is for information purposes only. There is no action required on
the part of the command within these areas of the SIGMA application.

a Fourth, SIGMA serves as a trend analysis tool that allows the 1G and field
activities to pinpoint and monitor systematic problems across the NAVSUP
claimancy.
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Problems or questions regarding the use of SIGMA should be directed to the

following:

SIGMA Program Manager
Name: CDR John Pirmann

Phone: (717) 605-7468
Fax: (717) 605-2410

E-Mail:
John_C_Pirmann@navsup.navy.mil

SIGMA Facilitator
Name: Dave Bunten

Phone: (703) 679-3413
Fax: (703) 679-3401
E-Mail; dbunten@caci.com
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Registering for SIGMA Access

Access to SIGMA is requested via the QUADS Registration system at
http://quads.navsup.navy.mil. At the QUADS homepage (Figure 2-1) select
Register for a QUADSSuite Application. At the next screen select Register
Now and complete the registration form. You will receive a reply to your
request via email within 72 hours.

QUADS e
Bk A o7 O Dedkdsdea BUla S Lkeas
Welcome!

Have you doecked gut qur
TrwaEl J5GE0aES Pald aied

i QUADS

‘} Thit i i fear] e ndl o

Helrcops dDWhighs o
Wil arnd Exgpbond VS0

Eality Application ond
Dricbose Suite

New Features
[lcrsy SR T

Figure 2-1 QUADS Homepage

Interet Help

Most browser software packages provide a help function that allows you to
search for information on how to navigate on the Internet, including such topics
as hyperlinks, Uniform Resource Locators (URLS), bookmarks and the like. See
Appendix A for a brief discussion of these topics.

The Netscape Navigator web browser provides a function called “NetHelp.” Net
Help can be found in the Help dropdown menu on the Navigation toolbar and
selecting Help contents. . Microsoft Internet Explorer similarly offier Internet
Explorer Help, which can be accessed from the Help dropdown menu on the
Explorer toolbar. Contact your browser software company for further details.
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Chapter

Quick Start

This chapter is designed to give users an overview of the SIGMA application. A
more thorough examination can be found in the remaining chapters of this manual.

Launching SIGMA via the WM\

Double click the browser icon from your desktop to launch the application. The
opening “splash” screen will appear while the system is initializing. The splash screen
transitions to the appropriate browser’s Homepage. The Netscape Navigator
Homepage is shown in Figure 3.1

= Metcenter - Nelscape
Fle Edt Wem do Comminicetor Help

P W % 3 N a B & @
S Bl focr Peked  Hows Ghech Plwe P Beak i :
Ik et B ek [rag e cont [l

"5 mpars Hows P ot vessnge S e 5] ettt -3 9 LySinge

e 3 Netscape B Netcenter.

it |

""_.“_Ek %‘3!?‘"
el Sraar hwll-|‘51-"'P | S |
Svarch! Celoguites, bl Suaech | Find' Busiessing, Pagghy, Whial’s biw, Wkat's Gl | Sliasifiad s

Top Picks | Brihl| Horms Fages | Browrntes | sEustoess| Hoan vooes | stk blesseges | Shareese |
Pelye Hutrongs | Sountlipduds | Conbuct | stewy | Datecary Contar | Culeade | 5 Loy Diatsocs

Lhack Your Weathar CITIRAMN Stack Quobes Tha Waild Taday

I—Eﬂ I— ulmi :lbnd.n.-lu.ll:. '!!br
Entenr 2 oo (G indT B Symbol €1 Bowme Eorman gl o B bl oo KRB0y
- B Faleads Bl Ta Be
futos leracape e
Hewr Cogs, Vg el Cury, Caf Cary . YR Qoviilkoe, By Ericar For Com, ‘Whast b
Businsss Pergaral Finanse - S o C o e pd O
E"' % I‘_‘L':i_u —E Fil Ta W

Figure 3-1 Netscape Navigator Homepage

Enter the QUADS Uniform Resource Locator (URL) in the location field across the top of the
Homepage, as follows: <http://www.quads.navsup.navy.mil/quadhome.nsf> and press enter.
The QUADS Homepage, shown in Figure 3.2, will appear.
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QUADS Homepage

The Quality Application and Database Suite (QUADS) Homepage allows you to

choose from a variety of different applications. To access, SIGMA, select Assessment
Processes from the left scroll down menu.

l@quaos =
Weleorme!

Haw s ol chised ol o
newssl dalabaca Felenses

S QUADS

Thic: 14y & Do “wipaead aell
Kemiscopns d, Il highes <
Inf armasl Exploer A, 0050

Elality Appicafion ond
Dertetyerse Suite

MNew Features
Downiooad Dotabass
Leed Monucis

Regisial fof o QUADG RS
Arodoafion

zll

Figure 3-2 QUADS Homepate
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Assessment Processes
The next screen to appear is the Assessment Processes page, shown in Figure 3-3.
Select SIGMA to access the SIGMA database.

fFr (LMD Swile Hore = Nalscap

w0 GIE e G ComUsaE b

T & 3 4 a & = & @
- | Rebad flnm  Casch  Heliws Sacurly
E A i s e e e el e _-Jf_r'mn-u
& quaDs....... i
fiiress
Appdcod
é SIGMA
- CA—— ARG Maoog=mend
- S
— and Anokse
-
' PPMAP
i) y Frocirarnent Fedomnanoe
Maragemart Sesoesriar]
; Frogram
ORI
Wewsw i vy
Libecxs
P P S e

Figdré 3-3 Assessment Processes Pe{ge

The SIGMA information page, shown in Figure 3-4, includes the database name,
purpose, type, status, sponsor, and point of contact. To access the SIGMA database,
click on the word SIGMA in the bottom block next to Link to Database. A dialog box
appears in the center of the screen prompting you to input your Username and
password. After entering the information in the appropriate fields, click the OK
button. Note that the Username and Password are “case-sensitive.”

If access to SIGMA is repeatedly denied, contact the SIGMA program manager,
CDR Pirrman, at (717) 605-7468.
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Figure 3-4 SIGMA Information Page
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SIGMA Main Navigator

The next screen that appears is the SIGMA Main Navigator, as depicted in Figure 3-5.
All navigation activities in SIGMA begin at the Main Navigator. The SIGMA
Main Navigator view is divided into eight distinct areas: Functional Area Index,
Assessment Checklists, IG Assessments, Major Findings, Minor Findings, Improving
Business Practices, Noteworthy Accomplishments, and Management Initiatives. In
addition you access SIGMA Help and Program Guidance/Schedules from the Main
Navigator. To access a particular area within SIGMA, position the mouse pointer over
the desired hotspot. A single mouse click opens the applicable SIGMA navigator and
view. There are also links to other QUADS, NAVSUP and Navy sites on the SIGMA

main navigator.

Note:

The View/Update Contact List and View/Update I1G Coordinator
buttons, though visible to all, are for the sole use of the SIGMA program
manager to maintain the automated email lists.
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irce Fevember 2
is A her Flas Fred AL

Figure 3-5 SIGMA Main Navigator

Note:

In SIGMA, navigation between the eight distinct areas listed above is
dependent upon where you are in the database. All areas, on the other
hand, can be accessed from the Main Navigator at any time. This user
manual will refer you back to the Main Navigator view, as shown in
Figure 3-5, when moving from one area to the next. However, the Main
Navigator screen capture is only shown once for simplicity.
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Navigating to the Functional Area Index

Select the Functional Area Index hotspot from the Main Navigator to access the
Functional Area Index view as shown in Figure 3-6. You need not perform any actions
in this view, but may instead review the functional areas that the |G uses to categorize
findings. Select the desired link to access the associated Functional Index Entry. When
finished, select the Back button from the top of the screen to return to the Functional
Area Index view. From there, you may either proceed to the IG Assessments view or
return to the SIGMA Main Navigator. To return to the SIGMA Main Navigator,
select the Main Navigator hotspot from the navigation panel.

_ﬂ Create Indes Ertry

Srnviow Fuo ¥ ®ogn Poanooa

bl 3

SIGMA ) it _
Ackemanis hrof e
A4 Az 1k
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AR guadir FurcTaan
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AC Coursel/Lagal
Al Adminmtration
AH Holine: Progean
A Mg ent Sparteed
A Pablic Affars COificar
AP Plarsilig
A5 Sypport Services
AT Training
AL Taoing
B Sacurity
¥ Anseiisest Tnformation

O Batacall

& Wlain Navigalor

¥ Doty Boreghur
77 Tating
 Confroct ing/ T ME
CA Controct Adminisration
EPF Pracursmard

T Crosi-Funetionsl

Figure 3-6 Functional Area Index Navigator & View
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Navigating to the Assessment Checklists

To access the Assessment Checklists navigator and view, select the Assessment
Checklists hotspot from the Main Navigator. Figure 3-7 provides an illustration of the
Assessment Checklists view.

A Cramts Pre- Arsesenant Lettar ¥ Crests Chacklist Them
oy Toog Food Fooge  PruToizss
W] s 2
SIGMA ~Administratien
[ S
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» View Ty Checkils Mame wET 50 GPEl'ﬂﬁﬂﬂs
» Respinas by Dake ~ Businaez Of fica

IR fof - Mpmacy Offxa - Ganaral

T Dafsrtive Material Leoctancs Toom [DAAT)

» Fre-Avsrsneil Lot Dafariive Material fazirt Teow Amuszsaed

® Eeipaies by Ty

& Frevions Ches: ks "Hl.IITIdI'I RESWFL'ES M.n-nng zmeni
w1 Lisraqiaen 184 'M & '.
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Figure 3-7 Assessment Checklists Navigator & View

Navigating to the Pre-Assessment Letter

Commands will receive email notification for the commencement of the assessment
process. The email will direct the command to open SIGMA and review the guidance
in the pre-assessment letter. To view a pre-assessment letter, open the Checklists view
from the SIGMA main navigator. The pre-assessment letter is found by selecting the
Pre-Assessment Letter navigator in the left menu in the Checklists main view. The
pre-assessment letter view is shown at Figure 3-8.

A edit bocument
SIGMA
Pro-fAsnasmank Latiar
Site Mame: FISE Paget
Assessment Date: 08/ 15/ (40 (ATINTY i)

The Pre-Assessment Letter quidasee will be Froad i this space

Ge to STGMLA Home

Figure 3-8 Pre-Assessment Letter
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Working with Checklists

The Checkilists are an essential ingredient to a successful command assessment. The
pre-assessment letter will most likely direct a to be assessed command to respond to
the checklists pertinent to that command’s operations. The checklists are arranged by
functional area and alphabetically. To open a checklist click on the desired checklist
item from the Assessment Checklists view. A typical Checklist form is shown at Figure
3-9. At this point, you have two options:

o Create a Comment or Question
o Create a Checklist Response

# e ociment | B create Comment/question | - Creare Checkliat Raspunse
AT Fusctomal Aren- Firancial Manogemsnt
bl{-‘rb"'lm Fusctomal Sebares: M taunting
Alpha Besgeator Fa
ChachBat Mama Matarial Accounting Assassment
Chpchiet Thim &: 1
Chackibot Dtom: Mareeinl decounting

Ok st Detets
MATERTA L ACCOUMTIMG ASCECCHENT CHECKLTET

Financial memtory Control Ledogers

1. Rewtaw the E-UELS Ligt to determing all apen kedgers Walidare each lecger,
Identify Credit Ledgers, CAB Ladgers, DLR Ledger, AbrormalPestings and Proper
aratations, For aachvalid Ledger, review the Reconciliation Reparts for timaliness,
asuracy and limitations

LBCF-FISA S Moy Copital Werking Fund

1. Rewview FAJF 42, Status of Furds for last yoar
- I the supparte listing is equal ta the MCF 212537 Yes Mo

2. Walidate the Uncommitted Account for credit balances (recorded RS 1517 wiolation, and to the Posting Irregulartty Listings F-LIF43
BB

- Are abligations are be g pasted Tmek® ¥es_ Ro___
- B0 ooy unrecorded RS 1517 violations exist® Yes_ Mo

Figure 3-9 Checklist Form
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Creating a Question or Comment

To create acomment or pose a question to the I1G regarding the checklist item, select
the Create Comment/Question button found at the top of the form.

"‘_l'-ln-' LR T

I e e = 2T PA
OTCIMA Crested Dame 06| 2/ 2000 20T PAk

Gkl Crested By Dow Buntan, 15 Tam

Comman i neeioon

Tha & &  Comment © Cluestion

Key Thoeght |

Digtosledl Commest or Queition

Submit Comment/Qusstion

Figure 3-10 Checklist Question/Comment Form

Note:

If you choose not to comment at this time of if you accidentally selected
the Create Question/Comment button in error, press the Back button
on the browser toolbar to return to the Assessment Checklists view.

A blank Checklist Question/Comment form, like the one shown in Figure 3-10, will
appear. You need only click the appropriate radio button to designate whether your
input is a comment or a question. Enter a brief key thought in the space provided,
followed by the detailed comment or question text. When finished, select the Submit
Comment/Question button at the bottom of the form. The screen will return a
message to indicate that the question or comment has been successfully sent. Folow
the screen guidance to continue. Keep in mind that this submitted input may be
viewed by all commands in addition to the 1G Team.
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Creating a Checklist Response

To create a Checklist Response, select the Create Checklist Response button from
the top of the Checklist form, shown at Figure 3-9. A Checklist Response form opens
on your screen, as shown in Figure 3-11.
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Figure 3-11 Checklist Item Response Form

Enter the response at the end of each question or put an “X” next to the yes or no. To
submit the completed response, select the Submit Response button. A message
appears to verify that the response has been successfully submitted. Note that your
name appears in this message, indicating that the SIGMA data base is “intelligent.”
This ensures that only the NAVSUP IG and your specific command can view the
submitted Checklist Reponse.

Checklist Responses, unlike Checklist Questions/Comments, can only be viewed by
the NAVSUP IG Team. After you are finished in the Assessment Checklsits view, you
may either proceed directly to the IG Assessments view or return to the Main
Navigator by selecting the respective hotspot from the Assessment Checklists
navigation panel.
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Navigating to the IG Assessments

To access the IG Assessments navigator and view, select the 1G Assessments hotspot
from the center of the Main Navigator. The 1G Assessments view will appear as
shown in Figure 3-12.
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Figure 3-12 I1G Assessments Navigator & View

In this view, you may review the various parts of the Command Assessment Report, as
well as create Implementation Status Reports and Feedback Reports. Commands
assessed by the IG are responsible for using SIGMA to create Implementation Status
Reports on any recommendation stemming from a major finding. Also, commands
must generate Feedback Reports to the IG regarding any recommendation stemming
from a minor finding.

Note:

The Implementation Status Reports and Feedback Reports are privileged
communication between each individual command’s team members and
the 1G Team. They are, therefore, not visible to all SIGMA users.
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Creating an Implementation Status Report

To create an Implementation Status Report for an 1G recommendation based on a
major finding, first select the recommendation in the IG Assessment view and open it.
Select the Create Implementation Status Reportbutton located in the upper left
corner of the recommendation form. Note that the SIGMA Internet version knows
which activity you are responding on behalf of, and therefore, ensures that this
communication will only be visible to the team members at your command and to the
IG team.

Xy Closa Drocuhnt

——

Implementation Status Report e
FISC Jacksonville

Recsmmendatien: FAL.JF dccsunting Recsrds
Close racords on Time

Implamentation Status Repert
Hctimetod Complofien Dafe (Wb -
Reperted By (Actisn O/ Berwos/Comemand) f
Aetuad O ficer Mame |
Actom S ficer Bxtansisn [ ]
Leordisatng Actien (Op Buresu/ Cammend) [
Fdmetef icetum of Raport (M AWVIRSEE NS Command ]

Ingpactisn/ Audit/! Ares Cosrdizatien  Inciuds maral and

dete )

Ideetificeton of Actien [how (Recemmendatisn [
tumbar/ feragrapn Mowberh

Figure 3-13 Implementation Status Report Form

A blank Implementation Status Report form appears as shown in Figure 3-13. Note
that the specific recommendation is referenced at the top of the form; ensure that this
is referring to the item to which you are responding. Enter the data in the designated
fields. The “Estimated Completion Date” block is very important. An automated
reminder will be sent to the activity on the date entered. To submit a completed
Implementation Status Report, scroll to the bottom of the form and select the Submit
button. A “Thank-you” message appears on the screen to verify message submission;
click OK to proceed.

16



SIGMA INTERNET USER MANUAL 01 JULY 2000

Generating Feedback Reports

To create a Feedback Report for an IG recommendation based on a minor finding,
open the minor findings recommendation from the 1G Assessments view. Press the
Create Feedback button at the top of the recommendation form to open a new
Recommendation Feedback form as shown at Figure 3-14.
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_,'_.."._. Erpatad Dene B6713/0000 41 05
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Feremmasdatisn Faadback

Extimot ad Conpletiss Date
AT ) | E

Paczesrs =

Fasdback Stetes ¢ Complotad
< Partiolly Complate
 Hat Complate

Eder i

Figure 3-14 Recommendation Feedback Form

Note that the specific recommendation is referenced at the top of the form; ensure that
this is referring to the item to which you are responding. Type the estimated
completion date and response text in the designated fields. To submit the completed
report, select the Submit button from the bottom of the form. An acknowledgement
will appear to verify that the report has been sent; click OK.

The NAVSUP IG is able to create responses to any Implementation Status Report or
Feedback Report that you submit. The command will receive an automatically
generated email notification. The response may tell you that the IG considers the
action completed or it may ask for additional information.
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Navigating to Other Areas in the Database

The remaining sections in the SIGMA database, with the exception of Management
Initiatives, are simply enclosures to the original Command Assessment report sorted in
a different manner. To navigate to other areas of interest in the database, press the
desired hotspot from the SIGMA Main Navigator, shown at Figure 3-5. See Chapter 4
for amore through examination of each of these areas. The remaining areas of interest
include:

Major Findings

Minor Findings

Improving Business Practices
Noteworthy Accomplishments
Management Initiatives

| W W W
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Working in SIGMA

Launching SIGMA via the WWW/

01 JULY 2000

Chapter

Double click the browser icon from your desktop to launch the application. The
opening “splash” screen will appear while the system is initializing. The splash screen
transitions to the appropriate browser’s Homepage. The Netscape Navigator

Homepage is shown in Figure 4-1.
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Figure 4-1 Netscape Navigator Homepage
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Enter the QUADS Uniform Resource Locator (URL) in the location field across the top of the

Homepage, as follows: <http://www.quads.navsup.navy.mil/quadhome.nsf>and press enter.
The QUADS Homepage, shown below in Figure 4-2, will appear.

QUADS Homepage

The Quality Application and Database Suite (QUADS) Homepage allows you to

choose from a variety of different applications. To access, SIGMA, select Assessment
Processes from the left scroll down menu.

|@auans o

@il Aopicaton and Dovbaze Site | Aba GUADS |

Brogm Welcome!

kionogernant Have you checked ot our
et dahabass Pelansas

i QUADS

The: sl b band sbwwed wil
Malpcope 4 Dafghed o

Bl Eploia A FED

Qllaity Aoplieation and o
Derabase Suite
New Features
Dormicod Dalabase
L Mol
Register for o GADE5ue
& Anplicoion

Figure 4-2 QUADS Homepage
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Assessment Processes

Figure 4-3 shows the Assessment processes page. Notice that each application appears
showing the Opening Screen and the Application title. Click on either the Screen
Capture or Title to go to the next screen, the SIGMA Information page.

i, (PLIADE Swite Honre - Nelscap = |E L I MR

"f_lt .ECI" G _.lmlf\l:ﬂll ﬂOI_ _ . .

| < & 3 ¥ a o > & W@
- o| Tetad Howm  Cesch  Heleaps Sacarty &

1 o Bk ,guﬁlulll'p Ve g i AL i

B 1T —

SIGMA

AP G Maogenenl
ard AnoksE

PPMAP

Frocirament Pedarmonces
Marsademeart Sesessriart
Prosgan

i

:

et Dacaman Dot

Figuré 4-3 Assessment Processes Page

The SIGMA information page, shown in Figure 4-4, includes the database name,
purpose, type, status , sponsor, and point of contact. To access the SIGMA database,
click on the word SIGMA in the bottom block next to Link to Database. A dialog
box, Figure 4-5, appears in the center of the screen prompting you to input your
Username and password. After entering the information in the appropriate fields, click
the OK button. Note that the Username and Password are “case-sensitive.”

If access to SIGMA is repeatedly denied, contact the SIGMA Program Manager,
CDR Pirrman, at (717) 605-7468.
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Figure 4-4 SIGMA Information Page
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Figure 4-5 Username and Password Dialog Box
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SIGMA Main Navigator

Once access to SIGMA has been granted, the next screen that appears is the SIGMA
Main Navigator, as shown in Figure 4-6. This screen will appear each time SIGMA.is
opened. All navigation activities in SIGMA begin at the Main Navigator. The
SIGMA Main Navigator view is broken into eight distinct areas: Functional Area
Index, Assessment Checklists, IG Assessments, Major Findings, Minor Findings,
Improving Business Practices, Noteworthy Accomplishments, and Management
Initiatives. In addition you access SIGMA Help and Program Guidance/Schedules
from the Main Navigator. To access a particular area within SIGMA, position the
mouse pointer over the desired hotspot. A single mouse click opens the applicable
SIGMA navigator and view. There are also links to other QUADS, NAVSUP and
Navy sites. The View/Update Contact List and View/Update 1G Coordinator
buttons, though visible to all, are for the sole use of the SIGMA program manager to
maintain the automated email lists.

Figure 4-6 SIGMA Main Navigator

Note:

In SIGMA, navigation between the eight distinct areas listed above is
dependent upon where you are in the database. All areas, on the other
hand, can be accessed from the Main Navigator at any time. This user
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manual will refer you back to the Main Navigator view, as shown in
Figure 4-6, when moving from one area to the next. However, the Main
Navigator screen capture is only shown once for simplicity.

Navigating to the Functional Area Index

If you are a new user to the SIGMA application, you may wish to familiarize yourself
with the functional areas used by the 1G Team to categorize their findings. Select the
Functional Area Index hotspot from the Main Navigator. The screen will transition
to the Functional Area Index navigator and view, as shown in Figure 4-7.
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Figure 4-7 Functional Area Index Navigator & View

You need not perform any actions in this view, but instead may review the functional
areas and subareas within the Functional Area Index. Select the desired subarea link
from the view to access the associated Functional Index Entry. For eaxmple, select the
AA Accountatiblity link. The resulting index entry is shown at Figure 4-8.
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Figure 4-8 Functional Index Entry

The Functional Index Entry includes the functional area, alpha designator, and
functional subarea. After reviewing this index, click the Back button on the browser
toolbar or use other “back” type functions available in your browser. This will navigate
the screen back to the Functional Area Index navigator and view. From there, you may
either proceed to the 1G Assessments view or return to the SIGMA Main Navigator.
To return to the SIGMA Manin Navigator, select the Main Navigator hotspot from
the navigation panel.

25



SIGMA INTERNET USER MANUAL 01 JULY 2000

Navigating to the Assessment Checklists

To access the Assessment Checklists navigator and view, select the Assessment
Checklists hotspot from the Main Navigator. The resulting view is shownat Figure4-
9. All navigator and view screens in SIGMA follow a similar setup, with the navigation
panel located to the left, the view to the right, and the action buttons situated across
the top and bottom of the view. Scroll the screen all the way down using the scrollbar
on the far right of your desktop to see the action buttons at the bottom of the view.

SIGMA ~Administration
BT ...

= VW By Area T Goversmant Ethics Aed Stasdords Of Canduct Assersmast

& View By Checklisl Name o Chsckilist Pespodise: Trod boss Biiten, 16 Teom credtad on 06/ 52000 0213621 PA

& Wirigans by Dl Commart from Cawe Buyrden. TE Tean crambed on (0] 50 000 G2 33: 14 PW

& Hesponss by Mo ~F Isc OPE‘I"II‘”{IHS
= Heguonws by Type
T Rusinass Office
Bucimars CHiwa - Gongrel
& Previous Cleckiisis * Defective Materiol Azsittance Team [DMAT)

n [ Asarsumneins

& Pre Assesameni Letier

Satacive Maofsrsd Assst Tesm dmemmest
w Mlain Savigsio

*Hutman Resources Management
* CMEC/ Military Perzennsl Manogemant
Commasd Choma ba/ Milissry Equal Oeparsonity [Eo) Addess west =

* Dapandent Care

~Services

Figure 4-9 Assessment Checklists Navigator & View

In the expanded Assessment Checklists view, is a listing of all checklist questions,
checklist responses, and questions and comments generated by all SIGMA users.
However, Commands will only be able to see the Checklist Responses for their
particular command, as these are private communications between the 1G and the
specific command. The navigators on the left side of the screen provide three different
sort options for viewing checklist responses: responses by date, responses by Name
(person originating response and their command), and responses by type (e.g. checklist
response, comment, questions, response to site, etc.). In addition there is a navigator
for viewing the Pre-Assessment Letter.
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Navigating to the Pre-Assessment Letter

Commands will receive email notification for the commencement of the assessment
process. The email will direct the command to open SIGMA and review the guidance
in the pre-assessment letter. To view a pre-assessment letter, open the Checklists view
from the SIGMA main navigator. The pre-assessment letter is found by selecting the
Pre-Assessment Letter navigator in the left menu in the Checklists main view. The
pre-assessment letter view is shown at Figure4-10.
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Figure 4-10 Pre-Assessment Letter
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Figure 4-11 Checklist Form

Working with Checklists

The Checklists are an essential ingredient to a successful command assessment. The
pre-assessment letter will most likely direct a to be assessed command to respond to
the checklists pertinent to that command’s operations. The checklists are arranged by
functional area and alphabetically. To open a checklist click on the desired checklist
item from the Assessment Checklists view. A typical Checklist form is shown at Figure
4-11. At this point, you have two options:

o Create a Comment or Question
o Create a Checklist Response

Creating a Question or Comment

Prior to responding to checklist questions, you may need clarification or more
information than is provided on the Checklist form. In such a case, you can create a
comment or pose a question to the 1G regarding the specific checklist by selecting the
Create Comment/Question button at the top of the Checklist form. A blank
Checklist Question/Comment form will appear, as shown in Figure 4-12.
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Figure 4-12 Checklist Question/Comment Form

The Compose Date and Originator block in the top right corner of the form places a
date and time stamp on the submission and gives attribution to you as a user. This
block will appear on all of the input that you create in SIGMA. To begin, you need
only click the appropriate radio button to designate whether your inputis acomment
or aquestion. Enter a brief key thought in the space provided, followed by the specific
question or comment text. When finished, select the Submit Comment/Question
button at the bottom of the form. Recall that this communication is viewable by all
commands in addition to the IG team itself.

Note:

It is important to note that only a SINGLE click is required to submit
your input at any time during the assessment process. Multiple clicking will
submit the same input repeatedly. When your input has been received at the
QUADS Main server, the screen will return a message for verification.
Occasionaly, if the WWW is experiencing heavy usage, the speed
between your submission and the acknowledgement is slow. Please be
patient and refrain from the temptation to click on the Submit button
again.
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Creating a Checklist Response

To create a Checklist Response, select the Create Checklist Response buttonatthe
top of the Checklist form. The SIGMA Domino version is “intelligent”in that it
knows which command or activity is creating the response based on your unique
Username and Password. This ensures that the response will be visible only to the team
members at that specific site and to the 1G Team.
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Figure 4-13 Checklist Item Response Form

The blank Checklist Item Response form appears as shown in Figure 4-13. Note that
the specific checklist is referenced at the top of the Response form; ensure that this is
referring to the checklist to which you are responding. Enter the response text at the
end of each question or in the field provided. If you scroll to the bottom of the form, a
file may be attached and submitted with the response. The process of attaching files is
covered in detail in Chapter 6. To submit the completed Checklist Response, select the
Submit Response button. Again, a message appears to verify that the response has
been successfully submitted. Select the SIGMA Checklists button to return to the
Assessment Checklists view. Select the next checklist and continue until you have
answered all of the checklists pertinent to your command.

When you are finished in the Assessment Checklists view, you may either proceed
directly to the IG Assessments view or return to the Main Navigator. To do so, select
the respective hotspot from the Assessment Checklists navigation panel.
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Navigating to the IG Assessments

The IG Assessment view is the heart of the SIGMA database application. When a
particular IG Command Assessment has been completed, the report will be made
available in SIGMA for review by all SIGMA users. To view a Command Assessment
online or report on command progress, you will need to navigate to the 1G

Assessments view. Select the IG Assessments hotspot from the center of the Main
Navigator and the 1G Assessments view will appear as shown in Figure 4-14.
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Figure 4-14 1G Assessments Navigator & View

The IG Assessments navigation panel lists the various commands as hotspots.
Selecting any one of these hotspots will show only the assessment for the selected
command. For instance, if you press the NAVICP hotspot, only the NAVICP
assessment will be visible in the view on the right side of the screen, as depicted in
Figure 4-15. To subsequently restore the view to show all assessments in the database,
click the 1G Assessments hotspot at the very top of the navigation panel.
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Command Assessment Reports

The Command Assessment report is broken into several sections: Assessment Cover
Letter, Summary of Conditions, Major Findings and related Recommendations, Minor
Findings and related Recommendations, Recommendations to Improve Business
Practices, and Noteworthy Accomplishments. In Figure 4-15, you can see various parts
of the Command Assessment report. To open any any one of these sections, click the
appropriate view. Recall that you may view all Command Assessments regardless of your particular
command.
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Figure 4-15 NAVICP Command Assessment

Commands assessed by the IG are responsible for using SIGMA to create
Implementation Status Reports on any recommendation stemming from a major
finding. Likewise, commands must generate Feedback Reports to the I1G regarding any
recommendation stemming from a minor finding.

Note:

While every command may view all assessment report findings and
recommendations, the Implementation Status Reports and Feedback
Reports are privileged communications and access is strictly limited to
each individual command’s team members and to the IG Team. They
are, therefore, not visible to all SIGMA users.
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Creating an Implementation Status Report
To create an Implementation Status Report for an 1G recommendation based on a
major finding, scroll to the recommendation in the IG Assessments view and single
click to open it. The Recommendation form appears as shown in Figure 4-16. Select
the Create Implementation Status Report button to open a blank Implementation
Status Report form as shown in Figure 4-17.
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Figure 4-16 Recommendation Based on a Major Finding
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Figure 4-17 Implementation Status Report Form

The specific recommendation is referenced at the top of the form; ensure that this is
referring to the item to which you are responding. Enter the Implementation Status
data in the designated fields of the form. The “Estimated Completion Date” must be
entered. An automatically generated email will provide an update status reminder on
the date entered in that block. The database knows which activity you are responding
on behalf of, to ensure that the communcation will be visible only to the team
members at your specific site and to the IG Team.

As you scroll to the bottom of the form, you will see a portion of the Implmentation
Status Report where a file may be attached. Refer to Chapter 6 for further information
regarding attachments. Do not fill out the NAVSUP IG Team portion of the form. It
is designated for the IG Team during the adjudication process. To submit a completed
Implementation Status Report, select the Submit This Report button. Follow the
instructions when the acknowledge message appears.
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Creating A Response

After an Implementation Status Report (ISR) is created a new button appears at the
top of the form called Create Response. This button can be used by either the
assessed activity or the NAVSUP 1G Team. For example the assessed activity may
need to update the “Estimated Completion Date”. Or the NAVSUP IG Team may
desire clarification on the plan of action in the ISR. Click on the Create Response
button in the ISR to open the “Create Response” form as shown in Figure 4-18. Enter
the Key Thought (i.e. subject of your response) and the detailed explanation or
question in the “detailed response” block. You can also attach files if required. When
the form is complete select Submit, and follow the instructions on the
acknowledgement screen.

) lase Bacant

B m Creatad Bt W/1ITIE
1 | 521§ P
= E i Croted By Do Burten

Raspasse e Bespanse creoted 0830050

Kay Thsught |

bDoteiled Roganco

Avback Fies: _ Buwse.. |
En]

Figure 4-18 Response Form
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Generating Feedback Reports

Your command is required to generate a Feedback Report for each 1G
recommendation based on a minor finding. To create a Feedback Report, select the
link of the desired minor findings recommendation from the IG Assessments view.
Once opened, the recommendation will appear as shown in Figure 4-19. Select the
Create Feedback button to generate a Feedback Report. A blank Feedback Report
form will appear as shown in Figure 4-20.
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Figure 4-19 Recommendation Based on a Minor Finding
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Figure 4-20 Recommendation Feedback Form

The specific recommendation is referenced at the top of the Feedback form; ensure
that this is referring to the item to which you are responding. Enter the estimated
completion date (in MM/DD/YY format) and actual feedback text in the designated
fields of the Recommendation Feedback form. When finished, select the Submit
button. When the acknowledgement appears, follow the on-screen instructions.
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Creating A Response

After a “Feedback Form” is created a new button appears at the top of the form called
Create Response. This button can be used by either the assessed activity or the
NAVSUP IG Team. For example the assessed activity may need to update the
“Estimated Completion Date”. Or the NAVSUP IG Team may desire clarification on
the plan of action.. Click on the Create Response button in the Feedback form to
open the “Create Response” form as shown in Figure 4-21. Enter the Key Thought
(i.e. subject of your response) and the detailed explanation or question in the “detailed
response” block. You can also attach files if required. When the form is complete select
Submit, and follow the instructions on the acknowledgement screen.

o _"-"-I m COreated Gets B/ 1R300
I' I BELE MM
E b Crented By Do Burten

Raspasse ta: Besponse creoted O3.S000%0

Kay Theaght |

Batailed Barpencs

Attack Filas: _ Buawse.. |
Bt |

Figure 4-21 Response Form
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Response Dialog

Recall that responses to ISRs and Feedback Reports are private communication and
therefore are viewable only by the assessed command and the IG Team.

Navigating to Other Command Assessment Areas in the
Database

The remaining sections in the SIGMA database, with the exception of Management
Initiatives, are merely enclosures to the original Command Assessment report sorted in
a different manner. This information is sorted to facilitate ease and convenience
throughout the 1G Assessment process. To navigate to other areas of interest in the
database, press the respective hotspot from the SIGMA Main Navigator.

Looking at the SIGMA Main Navigator, shown in Figure 4-6, you can see the
remaining areas of the database. Each of the remaining sections is part of the IG
Command Assessment report, with the exception of Management Initiatives. Note
that the Management Initiatives hotspot is located slightly to the right of the other
hotspots to graphically depict that it is not part of the Command Assessment report.
The remaining areas of interest include:

Major Findings

Minor Findings

Improving Business Practices
Noteworthy Accomplishments
Management Initiatives

000D D

Sort Orders

The SIGMA application offers several ways of viewing the information contained
within it. The various hotspots on its navigators provide both a means of navigating
the database and a means of sorting the information by different criteria. The areas of
the database listed above offer two different sort orders: By Site or By Functional Area.
The default is the By Site view. To sort by functional area, select the By Functional
Area hotspot from the navigation panel. Note that the navigation panel toggles between the two
sort orders.
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Navigating to the Major Findings

To view the major findings without the other sections of the Command Assessment
report embedded, select the Major Findings hotspot from the Main Navigator, which
reveals the view in Figure 4-22. Use this navigator as an alternative for posting
Implementation Status Reports or for responding to the IG Team Response forms.
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Figure 4-22 Major Findings Navigator & View

To view a particular major finding, select the desired command. Under each command
you will see the Assessment Cover letter for each assessment. Click on the “Twistie” to
open the Minor Findings, Recommendations, FeedbackReports, and Response Forms,
for a particular assessment.
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Navigating to the Minor Findings
To view the minor findings without the other sections of the Command Assessment
report embedded, select the Minor Findings hotspot from the Main Navigator, which
reveals the view in Figure 4-23. Use this navigator as an alternative for posting
Feedback Reports or for responding to the IG Team Response forms.

To view a particular minor finding, select the desired command. Under each command
you will see the Assessment Cover letter for each assessment. Click on the “Twistie” to
open the Minor Findings, Recommendations, FeedbackReports, and Response Forms,
for a particular assessment.
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Figure 4-23 Minor Findings Navigator & View
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Navigating to Improving Business Practices

To access the Improving Business Practices navigator and view, select the Improving
Business Practices hotspot from the SIGMA Main Navigator. The Improving
Business Practices navigator and view screen will appear as shown in Figure 4-24. Any
recommendations for improving business practices from an 1G Assessment appear in
this view. You need not perform any actions in this view; it is for information purposes
only.
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Figure 4-24 Improving Business Practices Navigator & View

To view a recommendation to improve business practices, simply select its’ link from
the view. After reviewing the recommendation, you can return to the Improving
Business Practices navigator and view by selecting the Back button on the browser
toolbar. From there, you may navigate to the Main Navigator or to the IG
Assessments view by clicking the appropriate hotspot from the navigation panel.
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Navigating to Noteworthy Accomplishments

To navigate to the Noteworthy Accomplishments section of the application, select the
Noteworthy Accomplishments hotspot from the Main Navigator. The Noteworthy
Accomplishments view appears as shown in Figure 4-25.
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Figure 4-25 Noteworthy Accomplishments Navigator & View

To view a particular noteworthy accomplishment, click its’ link in the view. After
reviewing the Noteworthy Accomplishment, return to the list of accomplishments by
selecting the Back button from the browser toolbar. Once the screen has transitioned
back to the Noteworthy Accomplishments view, you may either proceed to the 1G
Assessments view or return to the Main Navigator by selecting the respective hotspot
from the navigation panel.
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Navigating to Management Initiatives

To navigate to the Management Initiatives navigator and view, select the
Management Initiatives hotspot from the Main Navigator. The view will appear as
shown in Figure 4-26.
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Figure 4-26 Management Initiatives Navigator & View

To view a particular management initiative, click its’ link in the view. After reviewing
the management initiative, return to the navigator and view by pressing the Back
button on your browser toolbar. Once the screen has transitioned back to the
Management Initiatives view, you may either proceed to the IG Assessmentsview or
return to the Main Navigator by clicking the respective hotspot from the navigation
panel.

Disclaimer:

The SUP IG has not verified the Management Initiatives. Commands
desiring more information about a particular management initiative
should contact the point of contact (POC). The POC name and
telephone number are listed at the very bottom of the management
initiative document.
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Chapter

MANAGER'S TOOLS

Chapter Applicability

This chapter describes the processes that can be used by the SIGMA Program
manager or anyone given “editor” privileges to create or change documents in
SIGMA. The functionality explained in this chapter will only be visible to aSIGMA
user with “editor” privileges.

It is assumed that users of this chapter will be familiar with assessment report
organization and SIGMA navigation.

Creating the Functional Area Index

The foundation of SIGMA is the categorization of assessment findings,
recommendations to improve business practices, and noteworthy accomplishments by
functional area. Functional areas provide the organization for an assessment report and
aid in the compilation of metrics or trend analysis.

The SIGMA program manager establishes the functional areas and sub functional
areas in the Functional Area Index..

To create a new functional area and/or add a new sub functional area select the
Functional Area Index navigator on the SIGMA Main Navigator. In the
Functional Area Index view (Figure 5-1) select Create Index Entry. Ablank form
will appear as shown in Figure 5-2. Fill-in the required information, then select
Submit. Follow the instructions in the acknowledgement screen to return to the
Functional Area Index view.
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Figure 5-1 Functional Area Index Navigator & View
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Maintaining The View/Update Contact List

SIGMA has automatic email generating triggers to notify field activities when the
NAVSUP IG team creates new documents. For this feature to work properly the
contact list for each activity needs to be kept current. The SIGMA Program Manager
or others with “editor” access are the only people who can access a “contact list”. To
add a new contact or to perform maintenance on the existing list of contacts, first
select View/Update Contact List in the main navigator. The result is shown in
Figure 5-3.
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Figure 5-3 Command Assessment Coordinator Mail Listing

To add or change a name and email address click on the appropriate command name.
The ensuing form is shown in Figure 5-4.
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Figure 5-4 Site Mailing-list Form

Next select the Edit Document button. The form will change to edit mode as shown
in Figure 5-5. With the form in edit mode you can add a new name or you can change
the email addresses for the command you initially selected.
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Figure 5-5 Site Mail List Form Entry Screen
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To add a new email address select the radio button next to the command name, then
enter one or more email addresses in the “Mailing List” block. Use acomma between
each email address. When you are finished select Submit and follow the on-screen
instructions.

All automatic email triggers in SIGMA will send an email to the addresses on the
command mailing list.
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Maintaining The View/Update IG Coordinator List

SIGMA also has automatic email generating triggers to notify the SIGMA Program
Manager when the assessed activities create new documents. To add or change the
email address in this section select View/Update 1G Coordinator List fromthe main
navigator. The result is shown in Figure 5-6.

SI6MA 3.0 I& Coordinator Mail Listing

The contast Belay s uied for wending el satofueation for Feedbac b Reperie
and Implemaniafion Stetus Reparte Yais may alter the contast's nome and fer atnasl
axdcdreaa by editing the reipective form bebaw (by olicheg the link}

bavid Cristetarss deristefons@eaci cam

Raturm #a STEMA 3 0 Hena

Figure 5-6 SIGMA 3.0 IG Coordinator Mail Listing

From this view click on the blue underlined name to get the next screen as shown in
Figure 5-7. Select Edit Document and the screen in Figure 5-8 will appear.
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MNAVSUP 16 Contact Form

Hate; Thes form houses snformation regardang
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Figure 5-7 NAVSUP IG Contact Form

NAVSUP I Contact Form
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Feedback Reports and Implesentation Stafus Reports
arg st to the contact badnd an the mfermatsen on this

Figure 5-8 NAVSUP IG Contact Form in Edit Mode

01 JULY 2000

Add or change the name in the NAVSUP IG Coordinator Block and insert the
Coordinator’s email address. When all information is complete, select Submit and

follow the on-screen instructions.
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Creating Pre-Assessment Letters

The pre-assessment letter is created from the Assessment Checklists view. Toaccess
the Assessment Checklists navigator and view, select the Assessment Checklists
hotspot from the Main Navigator. The resulting view is shown at Figure 5-9.
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» Rrsponss by Type
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Figure 5-9 Assessment Checklists Navigator & View

Select the Create Pre-Assessment Letter button at the top of the view. The pre-
assessment letter form will appear as shown in Figure 5-10. Fill-in the name of the site
that is addressee on the letter, the planned assessment date, and the text of the letter.
The letter text may be keyed in directly, or pasted in from a word processing
document. When all information is complete select Submit. This “submission” of the
pre-assessment letter triggers the automatic creation of an email to the individual(s) the
SIGMA program manager has input in the View/Update Contact List section.
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SIGMA

Priov-feraermni Latisar

Site Mame: FISE docksomdle 5

Azzeszment Date: (OEDDYY frmst)
Text:
[ |
bt

Figure 5-10 Pre-Assessment Letter Form

Viewing Pre-Assessment Letters
To view a pre-assessment letter select the Pre-Assessment Letter navigator in the
Checklists view. (See the circled navigator in Figure 5-9.)
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Creating New Checklists

Experience has shown that there is frequent need to create/delete/update the pre-
assessment checklists. All changes to the checklists start by selecting Create Checklist
Item from the Checklists view. (See Figure 5-9.) The new checklists screenwill openas
shown in Figure 5-11.
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Lt «

Subrrel This Checkdist Hem

Figure 5-11 New Checklist Form

Using the menus provided, select the Functional Area, Functional Subarea, and
Checklist Name. Also, you must assign an Alpha Designator, Checklist Item #, and
Checklist Item title. In the Checklist Details block enter the checklist questions. You
can key in the questions, or paste from a word processing document. When are have
entered all of the required information select Submit This Checklist Item, and
follow the on-screen instructions. The new checklist will appear in the logical section of
the checklist view.
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Changing a Checklist

To change an existing checklist, select the checklist from the checklist view. When the
checklist opens, select Edit Document. The checklist is now in edit mode. Change
any of the fields as necessary, then select Submit This Checklist Item. A checklistin
edit mode is shown in Figure 5-12.
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Figure 5-12 Checklist Edit Mode

Deleting a Checklist

You can not totally delete a checklist via the Internet. You can delete the checklist
questions by accessing the checklist, selecting Edit Document, then selecting and
deleting the “Checklist Details”. The result will be a checklist questionnaire showing in
the checklist view, but no questions will be found when the questionnaire is selected.

You can delete a checklist in the Lotus Notes version of SIGMA. If you do not have
access to the Lotus Notes version, you must contact the SIGMA support contractor
to have a checklist totally deleted.
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Creating A New Assessment

To create a new assessment select Create Inspection Form from the IG
Assessments view shown in Figure 5-13. The assessment cover letter form will appear
as shown in Figure 5-14. This form is the “parent” for all of the assessment forms. It
must be created first when loading a new assessment report in SIGMA. To complete
the form select the site name from the menu, enter the assessment date, assessment
team names, and the cover letter text. The cover letter text can be keyed in or pasted
from a word processing document. When all required information has been entered
select Submit Report and follow the on-screen instructions.
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Figure 5-13 Assessments Main View
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Figure 5-14 Assessment Cover Letter
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When completed and saved the Assessment Cover Letter form will contain a new set
of buttons at the top of the view for creating the remaining sections of the assessment
report. (See Figure 5-15.) Selecting one of the buttons will open the form for creating
that assessment section.
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Figure 5-15 Completed Cover Letter & Section Create Buttons
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Creating the Summary of Conditions

The first enclosure in an assessment report is the Summary of Conditions. To create
this section, select Create Summary of Conditions from the assessment cover letter
view. The Summary of Conditions form will appear as shown in Figure 5-16. Enter the
Summary of Conditions information in the block provided, then select Submit.
Return to the Assessment Cover letter to create the next section.
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o lees Conumant
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Figure 5-16 Summary of Conditions
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Creating Major Findings

The findings and associated recommendations are input as parent/child documents.
First you must create the Major Finding, then from the saved Major Finding screen
you can create one or more associated recommendations. Historically Assessment
Reports have been prepared using an MS Word template. Immediately following the
Assessment they are then loaded in SIGMA via copy and paste.

To create a Major Finding select the Create Major Finding button inthe Assessment
Cover Letter view. The Major Finding form is shown as Figure 5-17. Complete the
form by: entering the section number (i.e. the functional area code plus activity code),
entering the title of the Major Finding, selecting the functional area from the menu,
and keying or pasting the finding description. When all required information has been
entered, select Submit and follow the on-screen instructions. You need to return to
the finding you have just created in order the create a recommendation.

4 Cinsa Documant C.rwa‘l'l Recommendation

e = = Croated Tate B/ 142008 13:90 1
- IG Aszessment Major Findings Erated By biion Birra
w FISC Puget
Seotien T |
Sectien Tithe |
Functieral drea [Admimirator |
o |

Bulsmi

Figure 5-17 Major Finding Input Form
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Creating a Recommendation for a Major Finding

From the Major Finding view select Create Recommendation to open the
recommendation form as shown in Figure 5-18. Enter the section number, Section
Title, select the functional area, and enter the recommendation description. When all
required information has been entered select Submit and follow the on-screen
instructions. To input additional recommendations for the same finding, return to the
finding and follow the same steps.

) Close Docuwmant ‘i’Crthmglm‘hhm Stohus Report

N = = Eragted Date 0d/1472000
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Figure 5-18 Recommendation on a Major Finding
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Creating a Minor Finding

To create a Minor Finding select the Create Minor Finding buttonin the Assessment
Cover Letter view. The Minor Finding form is shown as Figure 5-19. Complete the
form by: entering the section number (i.e. the functional area code plus activity code),
entering the title of the Major Finding, selecting the functional area from the menu,
and keying or pasting the finding description. When all required information has been
entered, select Submit and follow the on-screen instructions. You need to return to
the finding you have just created in order the create a recommendation.

*4Clnse Documant Cfmh Heoormesdation
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Figure 5-19 Minor Finding Form

Creating a Recommendation for a Minor Finding

From the Minor Finding view select Create Recommendation to open the
recommendation form. Enter the section number, Section Title, select the functional
area, and enter the recommendation description. When all required information has
been entered select Submit and follow the on-screen instructions. To input additional
recommendations for the same finding follow the same steps.
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Creating Recommendations To Improve Business Practices

Since the Recommendations to Improve Business Practices doesn’t require a plan of
corrective action, the “finding” and associated “recommendation” are all loaded in a
single view. Select Create Recommendation from the Assessment Cover Letter view.
The information requirements are the same as for a Major or Minor Finding. Thereis
one difference. In the large block enter both the “finding” and the associated
“recommendation(s)”. (See Figure 5-20.) When are required information has been
entered, select Submit and follow the on-screen instructions.
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Figure 5-20 Recommendation to Improve Business Practices
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Creating Noteworthy Accomplishments

If you are using the MS Word file prepared during the on-site assessment, then
Noteworthy accomplishments can be located in the Summary of Conditions, sorted by
functional area. A separate form is created for each Noteworthy Accomplishment as
shown in the example in Figure 5-21. To create a new Noteworthy Accomplishment,
select the Noteworthy Accomplishments navigator in the main view. From the
Noteworthy Accomplishments view select Create New Accomplishmentandyou
will get the form shown in Figure 5-22.
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Figure 5-21 Noteworthy Accomplishments View

Complete the form by filling in the:
Accomplishment Summary culled from the accomplishment description
Responsible Individual/Team as shown in the assessment report

Responsible Command, Functional Area, and Functional Subareaas per the menus
provided

Full description of the Noteworthy Accomplishment
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When all required information has been entered, select Submit, then follow the on
screen directions.
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Figure 5-22 Noteworthy Accomplishments Entry Form

Sending the Notice of Completion

When the entire assessment report has been loaded, return to the cover letter screen
(Figure 5-15) and select Send Notification of Completion. This action triggers an
automatically produced email to the command personnel listed in the Contact List. The
email explains that the Assessment has been loaded and directs the command to
commence responding to the assessment recommendations.
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Responding To Implementation Status Reports
And Feedback Reports

Chapter 4 discussed creation of Implementation Status Reports for Major Finding
Recommendations, and Feedback Reports for Minor Finding Recommendations. It
also discussed the creation of “Response” forms for dialog regarding those reports.
The Implementation Status Reports and Feedback Reprots also contain an 1G Team
Management area for signifying concurrenc/non-concurrence and completion/non-
completion of remedial action on a recommendation.

Implementation Status Report (ISR) Management Action
To signify management action on an ISR, open the ISR and select Edit Document.

Scroll to the bottom of the form and select the appropriate choices as shown in Figure
5-23. Notice that the default is “Not Completed”. When you have completed your
selections click on Submit This Report. The “Completed” or “Not Completed”
selection will be visible in the main Assessment Report view at the end of the ISR. This
allows you and the activity to quickly find open reports, or determine how many
reports have been judged completed. Completed reports will also show a check mark
to the left of the item.

Submit This Report |

NAVSUP 16 Teom
Concurrence Stotus: Concur
T Do Not Concur
 Partially Concur
Completion Status:  © Completed
& Not Completed

Figure 5-23 Implementation Status Reports Management Section
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Feedback Report Management Action

To signify management action on a Feedback Report, open the Feedback Report and
select Edit Document.

Scroll to the bottom of the form and select the appropriate choices as shown in Figure
5-24. Notice that the default is “Not Complete”. When you have completed your
selections click on Submit. The “Complete” or “Not Complete” selection will be
visible in the main Assessment Report view at the end of the Feedback Report. This
allows you and the activity to quickly find open reports, or determine how many
reports have been judged completed.

IG Section
Feedbock Status:  © Completed
C Partially Complete
& Not Complete

I& Response:

Submit |

Figure 5-24 Feedback Report Management Section

67



SIGMA INTERNET USER MANUAL 01 JULY 2000

Management Initiatives

Though not a part of the formal Assessment Report, Management Initiatives are
posted in SIGMA to share Best Practices and cost savings achieved by NAVSUP
activities. To create a Management Initiative select Management Initiatives fromthe
Main Navigator. At the Management Initiatives view select Create New
Management Initiative and the form will appear as shown in Figure 5-25.

Complete the required information in the form, then select Submit. To create
additional Management Initiatives repeat the same process.
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Crasand By Dove Busten

Sactan &

Saation Tithe . [

Boparting [

Aekisity

Functigral Arga: Il’-ll...-u,'\-._l. -_I Subaraa -_I

brataile:

St

Figure 5-25 Management Initiative Form
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Chapter

Other SIGMA Features

The Lotus Domino environment allows the user to perform various functions that
will enhance the assessment process. These features include searching, attaching files,
and SIGMA help.

Searching

SIGMA has a powerful feature that gives a distinct advantage to the user: the ability to
search for items of interest with the online search engine.

Full Text Search

SIGMA contains a full text search engine that allows you to find instances of a
subject/ word/phrase across the spectrum of information in the database. For
example, locating a minor finding on a legal matter might be a daunting task involving
searches through three or four major views. With the text engine search in SIGMA,
however, it would take less than a minute. A full text search can be initiated from any
one of the views by selecting the Full Text Search action button located at the top of
the view as shown in Figure 6.1.

A Croate Inspection Form

ooomus Fred Werpod ®oolpse SHE Ten Souon
SIGMA *FI5C Puget
TS/ 13/1908 Assessmant Cover Latier
@ Jackranville Sunnary of Conditioes
@ Maorfolk ¥ dajor Findngs Ad-1 Command Organization

- L

Figure 6.1 Initiating a Full Text Search
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Pressing the Search button will navigate to the “Full Text Search” screen, shown in
Figure 6.2. Select sort criteria and word options. Enter search criteria in the search field
and select the Search button to initiate the search.
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Figure 6.2 Full Text Search
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i Search Results - Nelscape
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Figufe 6.3 Search Results
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Search results appear as shown in Figure 6.3 in the sort order that you specified. The
shaded squares to the left of each search result indicate the number of occurrences of
the search criteria in that document. The darker the shade of the square the more
occurrences. To view any of the resulting documents, click on the link.

Note:

An error screen will appear whenever you enter search criteria that is too
general. The error screen prompts you to refine your search.
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Attaching Files

When creating an Implementation Status Report or a Feedback Report, you may wish
to attach a file for clarificaiton purposes. Regardless of whether you are attaching the
file to an Implementation Status Report or to a Feedback Report, the process is the
same. Open the desired form and scroll to the bottom of the screen using the scroll bar
on the far right of your desktop. Place the mouse cursor in the “File to Attach” field, as
shown in Figure 6.4, and select the Browse button.

Note:

If you can not see the Browse button you may be using an older Internet
browser that is not compatible with the current version of SIGMA.
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Figure 6.4 File to Attach Field and “Browse” Button
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A dialog box, like the one depicted in Figure 6.5, will appear at the center of the screen.
This box enables you to browse your hard drive to locate the file that you wish to
attach. Once the desired file has been located, select the Open button. The selected file
name will appear in the “File to Attach” field at the bottom of the report form. When
finished, select the Submit button to save and submit the report. The screen will
return a “Thank you” message indicating that the response, along with your

attachment, has been successfully sent.
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Figure 6.5 File Upload Box

Detaching Files

Some of the sections of the Command Assessment report may have attached source
files. The attached file(s) will appear as an icon(s) at the bottom of the document
section, as shown in Figure 6.6. Click on this icon to continue.
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Figure 6.6 Section with File Attached
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After selecting the icon, what happens next will depend on your
individual browser preferences. Some browsers may be set up to
automatically launch the attached file in the native text editor format

(Microsoft Word or the like).

A dialog box such as Figure 6.7, may appear when attempting to detach a file giving
you the opportunity to detach/save the file locally. Select the Save it to disk button.
Another dialog box, like the one shown in Figure 6.8, appears allowing you to
designate where to save the attached file on your hard drive. Select the desired location

and click Save when finished.
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Figure 6.7 Netscape Dialog Box for Detaching File
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SIGMA Help

The SIGMA application provides an online help function. To access SIGMA Help,
select the SIGMA Help hotspot from the upper left corner of the Main Navigator,
shown in Figure 5.6. The screen will transition to the Help Navigator and associated
hotspots as shown in Figure 6.9
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Figure 6.9 SIGMA Help Navigator
All of the topics covered in this user manual are available online to aid in the

assessment process. (To access one of these sections, click the respective hotspot from the Help
navigation screen shown above).
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Program Guidance/Schedules

The Program Guidance/Schedules hotspot on the main navigator contains pertinent
NAVSUP Guidance, Instructions and Notices that govern the assessment process.
When in the Program Guidance/Schedules view as shown in Figure 6.10, click on the
Guide/Instruction/Notice you wish to view. When finished select the Back to Main
button to return to the Main Navigator.

Figure 6.10 Program Guidance/Schedules
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Appendix

Internet Basics

The World Wide Web

The Internet is a collection of computer networks that connect millions of computers
across the globe. The World Wide Web (WWW) is a component of the Internet that
consists of both client and server computers that manage a network of web pages.
Client computers use browsers, such as Netscape Navigator or Microsoft Internet
Explorer, to view these pages. Server computers use server software to maintain pages
for clients to view. Through the use of the Lotus Notes Domino server, it is possible
for PPMAP users to participate in the process interactively via the WWW.

Uniform Resource Locators

The WWW uses Uniform Resource Locators (URLS) to keep each page distinct in a
world of multimedia pages. Each page has its own unique URL. To enter a URL, type
the URL directly into the location text field. By entering a page’s URL, the browser can
bring you to the specified page. An example of a URL is
htttp://www.quads.navsup.navy.mil.

Links to Pages

A hyperlink, or simply “link,” is a connection from one web page to another. You may
find links by looking for words with color, underlining, or both. Images and buttons
with colored borders also serve as links. To use a link, point the mouse cursor directly
over the link and single click. This transfers page content from a server location to your
location. There are two different types of links. An unfollowed link is a connection to a
page that you have not yet viewed. By default, unfollowed links are blue. A followed
link is a connection to a page that you have previously viewed. By default, followed
links are violet.
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Toolbars

Netscape Navigatior Toolbar

Users accessing the PPMAP database with the Netscape Navigator browser can use
the Navigation toolbar. The Navigation toolbar consists of a set of buttons that, when
pressed, will execute common file menu commands. An illustration of the Netscape
Navigation toolbar appears at Figure A.1, followed by a description of the buttons that
will prove useful throughout the assessment process.

File Edit “iew Go Communicator Help

I T, P ST

Back Fomward Reload Home Search  Guide Print ~ Security  Stop
" Bookmarks & Lacation: hitp:/ /v QUADS NAWSLIP NEVY MILéquadhome.nsf

=

Figure A-1 Netscape Navigation Toolbar

Back. Displays the previous web page visited.

Forward. After you have pressed the [Back] button, pressing the [Forward] button
will bring the screen to the next sequential web page in the history list.

Reload. Reloads the current page with updated information from the server, reflecting
any changes or additions that have been made since the last original loading.

Home. Displays the Homepage designated by the user; the default is the Netscape
Homepage.

Print. Prints the current selection.

Bookmarks. Bookmarks are a convenient means of retrieving pages whose URLs you
have specified. Generally, these are pages that you visit on a regular basis, such as the
QUADS Homepage. To add a web page as a bookmark, pull down the Bookmark
menu from the Navigation toolbar, and highlight [Add Bookmark]. This adds the
current page to the bookmark menu. To access a bookmark, simply pull down the
Bookmark menu, highlight the desired bookmark, and single click.
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Microsoft Internet Explorer Browser

Internet Explorer users have access to the Explorer toolbar, depicted in Figure A.2.
Many of the functions discussed above also apply to this browser. The key differences
are discussed below.

J File Edit Miew [Go Favoites Help

‘mm@ﬁ@@@@

Back Farward Stop Refresh ~ Home Search  Favortes  History  Channels | Fullscreen  Print

J Address @ http: A, quads. navaup nawy, mil/quadhome, nefAbA93ea0dd 07 o 7085256053007 Doaz 8/b0d4cdl FIEbY 407 0BR25651 21
Figure A-2 Microsoft Internet Explorer Toolbar

Refresh. Refreshes the current page with updated information from the central server.
Refresh

' Favorites. The Favorites Menu allows you to keep most-used web pages handy.
Simply click [Add to Favorites] or depress the [Favorites] button to add the current
web page.

Favorites

Other Browsers

Similar features are available in other browsers. Generally, the [Back], [Forward],
[Home], [Reload], and [Print] functions are provided by the browser software
package. Contact your browser software company for details.

Printing

To print a document in SIGMA, click the [Print] button from the browser toolbar
while viewing the desired document or view. When the dialog box appears, select the
desired print range. Selecting the print range “All” tells the browser to print the entire
selection, even if it is not visible in its entirety on the current screen. It may be
necessary to scroll down to see how long the current selection is prior to printing. Click
the [OK] button at the bottom of the dialog box to submit the print job.
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The Process of Reloading

Internet users must periodically perform a process of reloading or refreshing their files.
Todo so, click the Reload or Refresh button located on the browser toolbar at the top
of the screen. This process refreshes the currrent page with updated information from
the server, reflecting any changes made since the last original loading. 1f there has been
a change, the updated page is retrieved from the network server. This is especially
important when you are submitting inputs via the Internet. You may need to Reload
or Refresh your screen in order for the form you have submitted to appear. Otherwise
you may not see your submission until the next time you open SIGMA.
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